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*The certificates application is for approved providers only.  If you have not been approved, 

please contact eab-ceuadmin@ieee.org. 

 

Step 1 : How To Login to Open Water 

URL: https://ieee-ea.secure-platform.com/a/organizations/main/home 

Select “Login with IEEE” on the left hand side of the screen and enter your credentials.  This 

login will be used to access the certificates application. 
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How To Create an IEEE Account 

*If you don’t have an IEEE account, you can create one for free in one easy step. This will allow 

organizations to review past applications submitted. 

 

 

 



Step 2: How To Begin The Application  

Once logged in to Open Water, click to begin a new submission.  

 

Enter all required information for each of the 4 tabs. Applications in progress can be saved and 
completed at a later time. 

 

Applicaticant Information 

 If you are an external approved provider and IEEE is not sponsoring your educational event, please 
select ‘Organization outside IEEE’ under the Applicant Information tab.  

 

Certificate Information 

Please provide the instructional method, assessment, type of certificate and instructional hours (without 
any breaks).  IEEE charges per certificate regardless of continuing education credits or certificate type. 

 



Supporting Documents 

Submission of instructor biographies, course abstracts and event logistics/agenda is required 

and can be submitted directly on the Supporting Documents tab by either attaching the 

documents or copying/pasting into the field. 

Please note there is a limit to one document per attachment field. Users have the options to 

consolidate in one document, use the additional fields or zip files before uploading. 

 

 

 

Please review the application before submitting, as changes cannot be made after finalization.  

A confirmation email will be sent from eab-ceuadmin@ieee.org. 

Please allow 5 business days for review. 

If approved:  An approved email with the evaluation form and excel attendee roster will be 

sent.  

If disapproved: An email will be sent asking to re-submit the application. 
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*If changes need to be made for an application that has already been approved, please email 

eab-ceuadmin@ieee.org with the application number on the subject line. 

Once the application is approved, there is no action required until after the event is held. 

Step 3: Hold the Virtual/Live Educational Event 

 

 

 

Step 4:  How to Submit Attendee Roster and Evaluation Forms  

Approved applications that are ready for certificates issuance will be listed under Needs 

Attention on the portal. Select Open under the Action column. 

 

 

The Certificate Roster Submission tab will now appear for the second part of the certificate 

process. This will only show for applications already approved.  
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An evaluation form is required for any participant who would like a certificate. 

The Excel attendee roster must be completed entirely as this gets uploaded into the system 

that issues certificates, and should only contain data for those who request certificates. 

Please verify the attendee name is spelled correctly, and enter only one email address.  

Please note there is a limit to one document per attachment field. Users have the options to 

consolidate in one document, use the additional fields or zip files before uploading. 

Current Subscription Customers are organizations who purchased bulk certificates in advance. If 

you are interested in becoming a subscription customer, please email us at 

eab-ceuadmin@ieee.org for pricing options. 

 

 

Please allow 5 business days to review. 

 

 

 

mailto:eab-ceuadmin@ieee.org


Step 5: Confirmation of Certificates Issuance 

After the certificates are issued, an email confirmation will be sent to you from IEEE Certificate 

Program via secure-platform.com.  

The certificates are sent directly to the participants via an automated email from credential.net. 

If participants have trouble receiving their certificates, please check the spam folder. If any 

certificates are still missing, please contact eab-ceuadmin@ieee.org, as emails can be blocked 

due to the recipient’s security settings. 

Once the certificates are issued, the application will be filed under Complete.  

 

*Please note for completed applications, there are two parts to each application number: 

1.)  the initial application for event approval  

2.)  the certificate issuance for approved events  

Customers have the option to ‘copy application’  to quickly create additional applications for 

reoccurring learning events and edit the fields as necessary. 
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Customers can log in to Open Water at any time to review applications in progress and 

completed applications.  

If you have any additional questions or concerns, please contact eab-ceuadmin@ieee.org. 
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